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REP300-PO Purchasing Reports 

Course Overview 
The REP300-PO course covers the delivered GEARS reports that are expected to be the most useful to manage purchasing activity at the 

Judiciary.   The course includes an explanation of the report and how it is used, the navigation to the report in GEARS, the Run Control 

record that is used to initiate the report as well as a sample of the output the report will produce. 
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POPO 005    PO Dispatch/Print 

Explanation: This job prints a hard copy of the purchase order.  This copy can be used to fax a copy of the order to the vendor.  There should be 

no reason to print a copy to file because the system will retain an electronic copy. 

Navigation:  Purchasing / Purchase Orders / Review PO Information / Print POs  

Run Control: 
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Sample Report Output: 

 



 

 
Training Guide 

 
Purchasing Reports 

 

6 
 

POPO 009  PO Activity Report 

Explanation: This job prints a hard copy of the purchase order for an entire Business Unit or Department.  The report does not have the 

capability to print the PO Activity for a single PO.    

 Lists purchase order activity for the purchasing business unit, GL business unit, department, and dates that you select. Reviewing 

this report enables you to perform comparisons and resolve discrepancies proactively.  

Navigation:  Purchasing / Purchase Orders / Reports / Activity 

Run Control: 
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Sample Report Output: 
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PORC 700  Receipt Accrual Report 

Explanation: This report lists all received items (sorted by ChartFields) that have been posted but not fully invoiced. It can help with monitoring 

and maintaining monthly budgets.  

 You can run this report for inventory items, expense items, or both. It might also include landed costs.  

 At the Judiciary, Asset items are tracked in Magic and are not considered to be Inventory Items in GEARS.  The only type of item 

that is tracked in GEARS is Forms. 

Navigation: Purchasing / Receipts / Reports / Receipt Accrual 

Run Control: 
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Sample Report Output: 
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POROL 001 Open Purchase Order Report 

Explanation: Review open purchase orders for the budget year-end process. The information for the purchase order distribution lines appear in 

this report if their encumbrances still remain on the KK_LIQUIDATION table.  

Navigation:  Purchasing / Purchase Orders / Budget Year End Processing / Open Purchase Order Report  

Run Control: 

 



 

 
Training Guide 

 
Purchasing Reports 

 

11 
 

Sample Report Output: 
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POROL 002 PO Rollover Report 

Explanation: Use the PO Rollover Report to review the four different roll statuses (Pending, Mid Roll, Roll Completed, and Disqualified) of the 

purchase orders during the budget year-end process. 

Navigation:  Purchasing / Purchase Orders / Budget Year End Processing / PO Rollover Activity 

Run Control: 
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Sample Report Output: 
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PORQ 009  Close Requisition Report 

Explanation: This report provides information about requisitions that have been closed by the last run of the Close Requisition process 

(PO_REQRCON). 

Navigation:  Purchasing / Requisitions / Reconcile Requisitions / Close Requisitions  

Run Control: 
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Sample Report Output: 
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POS 8002  Requisition Budgetary Activity Report 

Explanation: This report provides budgetary amount information for requisitions according to report request parameters.  

Navigation:  Purchasing / Purchase Orders / Reports / Req and PO Budgetary Activity 

Run Control: 
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Sample Report Output: 
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POY 1100  Req to PO Cross-Reference Report 

Explanation: This report provides information about selected requisitions and the purchase orders that have been created from them.  

Navigation:  Purchasing / Requisitions / Reports / PO Requisition Xref 

Run Control: 
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Sample Report Output:  
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POY 4011    PO Listing by Vendor 

Explanation: This report provides purchase order information sorted by vendor.  

Navigation:  Purchasing / Purchase Orders / Reports / Listings  

Run Control: 
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Sample Report Output:  
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POY 4100  PO to Requisition Cross-Reference 

Explanation: This report provides a cross-reference between requisitions and the purchase orders created from those requisitions. 

Navigation:  Purchasing / Purchase Orders / Reports / Requisition Xref  

Run Control: 
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Sample Report Output: 
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POY 5001  Receiver Summary Report 

Explanation: This report provides a summary listing of receipts within a specified date range. 

Navigation:  Purchasing / Receipts / Reports / Receipt Summary  

Run Control: 
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Sample Report Output:  

 



 

 
Training Guide 

 
Purchasing Reports 

 

26 
 

POY 8000  Cardholder Information Report 

Explanation: This report provides information relating to each cardholder and the cardholder’s assigned procurement card. The information 

printed in the report includes card number, transaction and monthly limits, and authorized purchasing categories.  

Navigation:  Purchasing / Procurement Cards / Reports / Cardholder Information 

Run Control: 
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Sample Report Output:  
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POY 8010      A Variety of P-Card Reports can be initiated from this Run Control  

Explanation: This series of reports provide information about employee procurement card expenditure amount limits per transaction.  

Navigation:  Purchasing / Procurement Cards / Reports / Purchase Exceptions  

Run Control: 
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Sample Report Output:  

  

 

 

 

 

 

 



 

 
Training Guide 

 
Purchasing Reports 

 

30 
 

POY 8052  Purchase Summary by Employee 

Explanation: This report provides a summary of all procurement card purchases sorted by employee.  

Navigation:  Purchasing / Procurement Cards / Reports / Account Summary 

Run Control: 
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Sample Report Output:  
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Course Summary 

Congratulations! 

 

You have successfully completed the REP300-PO Reports course. In this course, you have learned how to: 

 Generate and review various Purchasing Reports 

We hope that you found this class informative, interactive, and fun. Check out other GEARS training courses, available on the GEARS website at 

http://courtnet/gears/index.html (http://courtnet/gears/index.html). 

We are always looking for opportunities to improve our courses. If you have ideas on improving this course please share your feedback by sending us an 

email at gearstraining@mdcourts.gov (mailto:gears@mdcourts.gov). 

 

http://courtnet/gears/index.html
mailto:gears@mdcourts.gov

